
Go to our website at http://www.doi.sc.gov .  Click on “SCDOI Online Services”

http://www.doi.sc.gov/


On the Online Services Page, Click “Submit Roster” Link in the Registered CE Sponsors Section:



Click the “I Agree” button on the Terms page:



Fill in the Sponsor Credentials – Use FEIN or SSN and the Sponsor ID (Sponsor Number) and click on 
“Continue.”

Fill in the course ID and the instructor ID for class roster being submitted and click “Next:”



Fill in the Class Date and the individual number of the Bondsman who attended the course.  If there are 
more than 20 attendees, you can add one row at a time by clicking the “Add” button at the bottom of the 
list.   Once you have completed the list of attendees, click "Continue."  The "Previous" button will return
you to the previous page where the Instructor ID and/or the Course ID can be modified.
 



After clicking “Continue” on the preview screen, you will be able to preview the roster before you 
submit it.    If you want to make  changes, click on the “Previous” button.  Once you verify the roster, click 
 “Submit” to submit the roster.



Once the roster has been submitted, you can print it for your records.  If you want to submit another 
rosters, click on “Submit another roster” or to exit the application, click on “Logout.”


